
 
 

 

 1 

Los Angeles Community and Senior Services 2015 

 
 
 
 
 
 
 
 
  
 
 
 

 
 

 
CalJOBS Help Sheet #3 

 

How to Register an Employer in CalJOBS 
 

Prepared by: Research and Statistics Division   

 
 
 
 
 
 
 
 
 
 
 
 

 



 
 

 

 2 

Los Angeles Community and Senior Services 2015 

 
How to Register an Employer in CalJOBS 
 
This Help Sheet describes step by step how to register an Employer in CalJOBS. 
 
 
Registering an Employer: 
 

1. To register an employer, navigate to the left side and hover your mouse over to 
“Manage Employers” and click on “Create an Employer”.  
(Note: Before creating a new employer, make sure to search for the employer in 
case it already exists in the system. You may search by clicking “Assist an 
Employer”. This will prevent duplicates.) 
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2. Under “Staff Info”, select Los Angeles County Department of Community and 

Senior Services as the LWIA and your assigned Office Location.  

3. Under “Login Information” tab enter a username and password for the employer 

and a security question and response.   

(Note: Username and password must adhere to the required characters and 

symbols. For example, “Password1$” is case sensitive.) 
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4. Fill in the “Employer Identification” tab by entering the company name and 

Unemployment Insurance Tax ID #. Clicking “Search for UI Employer” which will 

show various fields in which you can find an employer.  

5. Under Primary Location Information, enter the zip code of the primary location for 

where the residence or business is located. After entering the zip code it auto-

populates the necessary fields, and requires in most cases the street address.  

(Note: You may use the “Find Zip Code” link to search an employer’s address.) 

 

6. In the Mailing Address section enter the employer’s mailing address if it is 

different than the primary location information. If it is the same, check the box  

next to “Click here if Mailing Address is the same as the address above”. 
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7. In the Contact Information section, enter all available employer contact 

information. Select the preferred method to receive notifications. 

(Note: Required fields are marked with an asterisk *) 

 

 

 

 

 

 

 

 



 
 

 

 6 

Los Angeles Community and Senior Services 2015 

8. In the Company Information section enter the employer’s company information. 

Click the “Search for Industry Code (NAICS)” link to search for the industry code. 

You may search by keyword, sector, listing or industry code. Once selected it will 

automatically input the industry code. 

9. In the “Company Profile” tab, in the free-form text box, be sure to include a 

detailed description of the company, including its products and services.  

(Note: You may copy paste company information here.) 
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10. In the Benefits Offered section, select the benefits that are provided by the 

employer, if any. When you are finished, click “Save”. 

Note, selecting “Benefits 

provided outlined below” will 

show a list of benefits. 
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11.  You will now have the option to enter a secondary contact. Once you select “Add 

Contact” you will be brought to the Contact Information section to input the 

information. You must input information up until the “Sign in Information”. Click 

“Finish” after inputting the data. You have successfully created your employer.  


